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PREFACE 


Preventive conservation is not a new concept for librarians, who have 
always been aware of their important responsibility in the preservation of 
collections in their custody. However, libraries have not always been able 
to undertake effective programs in this area. 


Recent increased awareness of conservation is most encouraging. Librarians 
are better informed about conservation than ever before through participa- 
tion on conservation committees, attendance at seminars and workshops, 
and a growing body of specialized conservation journals and newsletters. 


The following guidelines for preventive conservation are prepared by Joyce 
M. Banks, Rare Books and Conservation Librarian, National Library of 
Canada, for the Committee on Conservation/Preservation of Library 
Materials of the Council of Federal Libraries. The guidelines cover basic 
aspects of preventive conservation in libraries. They may be used in 
developing local conservation policies and in planning in-house conservation 
programs, as well as for training library staff on the safe-handling of library 
materials. 


A separate publication, which will complement the guidelines and deal with 
contingency planning for disasters, is in preparation. 


Victor Desroches, Convenor 
Committee on Conservation/Preservation of Library Materials 
Council of Federal Libraries 


PREVENTIVE CONSERVATION: A DEFINITION 


Preventive conservation, which retards deterioration, is the responsibility of 
the curator. It involves safe housing and handling of materials and includes 
the provision of optimum environmental conditions; the provision of 
adequate stack space and suitable storage containers for fragile materials; 
training programs for staff to ensure that materials are handled in ways 
which will minimize mechanical wear and tear; establishment and enforce- 
ment of use regulations to prevent damage to holdings during consultations 
and exhibitions; increased conservation awareness among colleagues, staff 
and the general public; organization and co-operation in preserving micro- 
filming projects; support and encouragement of conservation research; and 
participation in disaster planning. 


il Banks, Joyce M. Some Notes on Conservation in Canada. Ottawa: 
National Library of Canada, June 1979. p. 1. 


PRINCIPLES OF PREVENTIVE CONSERVATION 


The library should aim for the best total conservation environment. 


Stack areas should be equipped and maintained to ensure that suitable 
storage facilities and conditions are provided. 


Library staff should be trained to handle materials in ways which will 
minimize mechanical wear and tear, and staff should ensure that 
Patrons use materials with care. 


Librarians should work to raise conservation awareness. 


Preservation microfilming projects should be encouraged and sup- 
ported where established microfilming standards are respected. 


Exhibition regulations should be prepared to cover in-house displays 
and conditions for lending materials for displays outside the 
institution. 


A disaster plan should be prepared and reviewed at regular intervals. 


ENVIRONMENT 


The library should aim for the best total conservation environment. 
TEMPERATURE 


Where the health and efficiency of staff and patrons are factors, the recom- 
mended temperature range for the storage of library materials is 19°C to 
Z05C% 


RELATIVE HUMIDITY (RH) 


At the recommended temperature level, the optimum relative humidity is 
50% RH * 5%. 


CONTROLS 


Temperature and RH should be continuously monitored with hygrother- 
mometers in locations throughout the collection, at least one to a room. 
Automatic humidifiers and dehumidifiers should be installed to protect 
collections housed in buildings without central air conditioning. Stability of 
temperature and RH is of utmost importance. Severe fluctuations are 
extremely harmful. 


POLLUTION-FREE AIR 


Air should be screened and scrubbed to remove dust, which is an abrasive 
and a soiling agent, and to remove pollutants, which speed the deterioration 
of paper, cloth, leather, film, etc. Dust-free, pollution-free air can be 
achieved only with central air conditioning. Window units cannot provide 
the protection required. 


LIGHTING 


Ultraviolet (u.v.) radiation causes embrittlement, discolouration and fading. 
The sources of u.v. rays are natural and fluorescent light. Such light must 
be blocked or filtered to prevent u.v. rays from harming library materials. 
This can be achieved by means of shades or drapes or filter film for 
windows, and of u.v. filter sleeves to mask fluorescent light tubes. 


High light intensity is also harmful, especially over a long period of time. 
Collections should be housed in darkness outside service hours, and whenever 
practical during service hours. Lighting in the stacks should be 10-30 lux, 
and in the reading room it need not be more than 100 lux. Displays should 
not be lighted by more than 50 lux. 


STACKS AND STORAGE FACILITIES 
Stack areas should be equipped and maintained to ensure that suitable 
storage facilities and conditions are provided. 
EQUIPMENT 
Stacks 


i Rust-proof steel stacks with baked enamel finish and adjustable 
shelving are recommended. 


Ds Shelving should have no rough edges or sharp corners. 


Book Supports 


I Book supports in suitable sizes and sufficient numbers should be 
provided. 


Zs Non-skid book supports with baked enamel finish are recommended for 
freestanding and non-freestanding stacks. 


a. Wire clips, which can be attached to the shelving, are more efficient 
for supporting materials held on compact shelving. 


Envelopes, Boxes, Pamphlet Boxes 


ie Envelopes, boxes and pamphlet boxes in suitable sizes and sufficient 
numbers should be provided so that all pamphlets, ephemera, fragile or 
damaged materials, etc., can be stored in appropriate containers. 


De Acid-free containers are recommended. 


MAINTENANCE 


1. A regular cleaning program should be established, including annual or 
biennial dusting or vacuuming of the collection. The collection should 
not be moved frequently. 


Ds The stack area should not be used as a storage place for empty boxes, 
supplies, etc. 


3. Food, beverages and tobacco should be banned from stack areas. Food 
refuse causes mould and attracts insect pests and other vermin. 
Beverages are sources of staining and soiling, while tobacco smoke 
damages leather and paper. 


MICROFORMS 


1. Microforms and their containers should be housed on steel shelving or 
in metal cabinets. 


Ds Each microform should be held in its own container. 


5h, Containers should be made of materials which do not react adversely 
with the microform. 


Suggested Readings: 


American National Standards Institute. American National Standard 
Practice for Storage of Processed Silver-Gelatin Microfilming. New 
York, N.Y.: ANSI, 1970. 12 p. ANSI PH5. 4-1970. 


Eastman Kodak Company. Storage and Preservation of Microfilm. 
Rochester, N.Y.: Eastman Kodak Company, 1972. (Kodak Data Book 
No. 1, p. 108). 


Horton, Carolyn. Cleaning and Preserving Bindings and Related Materials. 
2d ed., rev. Chicago, Ill.: American Library Association, 1969. xx, 87 
p- (Conservation of library materials. LTP Publication, No. 16). 


Poole, Frazer G. "Library Furniture and Furnishings." Library Trends, v. 13 
(April 1965). p. 411-432. 


Gawrecki, Drahoslav. Compact Library Shelving. Chicago, Ill.: American 
Library Association, 1968. xxiii, 185 p. (LTP Publication, No. 14). 


HANDLING LIBRARY MATERIALS 


Library staff should be trained to handle materials in ways which will 
minimize mechanical wear and tear, and staff should ensure that 
patrons use the materials with care. 


STAFF TRAINING 


Staff should be trained in the correct procedures for shelving and retrieval, 


and should generally respect library materials and handle them with care at 
all times. 


BOOKS SHELVED UPRIGHT 


te 


6. 


Books shelved upright should be firmly supported, but should never be 
tightly shelved or crowded, nor should they be so loosely shelved that 
they collapse against one another. 


Shelving should be adjusted to allow sufficient headroom for the books, 
which should never be rammed into spaces not tall enough to 
accommodate them with ease. 


Books should never be placed on the heads of other books shelved 
upright. 


No book should ever be shelved on its fore-edge. Any book which 
cannot be shelved upright or horizontally should be shelved on its 
spine. It should be well supported to ensure that it remains firmly 
closed. A fine binding should never be shelved either on its fore-edge 
or on its spine. 


Fragile materials, for example, unbound pamphlets and ephemera, 
should be placed in individual acid-free envelopes of suitable size and 
shelved in place. Pamphlet boxes should be provided to ensure that 
these materials are well supported. Fragile materials should never be 
allowed to collapse against one another. 


Books should not extend beyond the edge of the shelf. 


BOOKS SHELVED HORIZONTALLY 


Ile 


Books which must be shelved horizontally, such as extra folios, 
portfolios, and elephant folios, should not be piled more than two deep, 
unless they are strongly boxed. Even then, the danger to the person 
who lifts them must be considered. 


Jae 


Shallow, pull-out shelving is recommended for housing such material. 
This will ensure the efficient utilization of space and eliminate some 
of the problems of shelving and retrieval. 


LOADING THE BOOK TRUCK 


The same principles should be respected in loading the book trucks as are 
observed in shelving. 


Ile 


Books should be placed upright and be well-supported on the truck, or 
they should be placed flat. They should never be placed on the fore- 
edge, and nothing should ever be placed on the heads of books held 
upright. 


Books should not be allowed to protrude past the edges of the truck. 
Spare boxes can be used when loading the truck to protect books from 
knocks and to keep them from falling off the truck. 


Trucks should not be overloaded or loaded unevenly or tightly. 


Trucks should be loaded onto and removed from elevators by two 
people to ensure that materials are not damaged when the elevator is 
not aligned with the floor, and to prevent the elevator door from 
slamming into the truck. 


RETRIEVAL 


Ile 


3. 


No book should ever be removed from the shelf by pulling at any part 
of its spine. 


The books on either side of the one required should be pushed back, so 
that the book may be grasped firmly by its sides. 


Where possible, reach over the head of the book, and push it forward 
until it extends far enough to be grasped firmly by its sides. 


COMPACT SHELVING 


ie 


Where compact shelving is used, items should not extend beyond the 
edge of the shelf even though there may be a safety margin allowed 
for closed stacks. 


Material on compact shelving should be held firmly, but not tightly in 
place. It is important that material should not be allowed to skid and 
slide on shelving. The weight of the books is such that heavy contact 
between moving shelves cannot always be avoided, and the book load 
should not shift. 


Mobile units should be operated smoothly and slowly so that books do 
not skid. 


4, A regular inspection of compact shelving should be established to 
ensure that the shelving is firmly attached to the sleds and is not 
overloaded, and that holdings are firmly in place. 

MICROFORMS 


Staff should be trained to handle and maintain microforms in ways which 
will ensure their preservation in good condition. 


il 


Os 


Microfilm should be stored in containers which will not react adversely 
with the film. Each fiche should be stored in its own acid-free 
envelope, and should not be filed under high pressure. 


Rubber bands should not be used with microfilm. A plastic strip or an 
acid-free button-string should be used to hold the film firmly in place 
on the reel. 

Microfilm should not be touched with bare hands beyond the edges. 


Fiche should not be touched with bare hands beyond the edges. 


Cotton gloves should be supplied to ensure that staff and patrons can 
handle microforms without damaging them. 


All parts of the microreader which touch the film should be cleaned at 
least once a week. This should be done more frequently if soiling is 
obvious. 


Staff should be trained to handle and clean all kinds of microreaders. 
Staff should demonstrate the correct manner of use of any equipment 
to the patron, and should remain with him until he can handle the 


equipment without harming any microforms. 


Printed instructions on use should be affixed to each piece of 
equipment. 


PACKING MATERIALS FOR INTERLIBRARY LOAN 


Books, periodicals, etc. should be placed in jiffy bags of suitable size. If 
more than one item is to be sent in the same bag, be certain the bag is not 
tightly packed lest any item be damaged. A directive has been received 
from the Canadian post office requiring that heavy duty staples be used with 
jiffy bags sent by mail. All staples should be removed before emptying the 
jiffy bag. 


Microfilm should be packed in microfilm shipping boxes. These can be 
acquired in three sizes. Do not send microfilm in jiffy bags. A printed 
notice can be packed with the microfilm requesting that it be returned in 
the same manner. 


Microfiche, with envelopes, may be safely shipped in plastic sleeves placed 
in jiffy bags of suitable size. Borrowing libraries should be requested to 
return fiche in the same manner. 


ENSURING THAT PATRONS HANDLE LIBRARY MATERIALS WITH CARE 


In order to protect library materials, regulations governing their use and 
photocopying should be drawn up and handed to each patron when he 
registers. The library staff should enforce the regulations and be prepared 
to answer questions. 


Sample Use Regulations Drawn up by the Association of Research Libraries: 
Ie No tracing from materials is allowed. 


De No eating, drinking or smoking is allowed in the reading room, or any 
other place where library materials are being consulted. 


3h Pencils only are to be used for taking notes. 


4, No marking of manuscripts and no writing of notes while using library 
material as a backing pad is allowed. 


De The existing order of material, particularly of manuscripts, should be 
carefully preserved. The supervisor should be notified immediately of 
misplaced material. 


6. Extreme care should be exercised in the handling of fragile materials. 


Uo If a photocopy is needed, please ask for a copy of reprography 
regulations. 


NOTE: Other regulations, such as those related to registration, coats and 
hats, and briefcases, can be added. 


REPROGRAPHY 


Reprography plays an important role in research, but while the library is 
expected to support research to the utmost, it must also protect its holdings 
for future generations. In making copies of materials for research purposes, 
users must respect preventive conservation requirements. Printed reprog- 
raphy regulations should be provided. 


Reprography Regulation Guidelines 


Me 


The library should reserve the right to refuse the photocopying of any 
item, including rare, fragile or brittle materials, or tightly bound 
books, which might be harmed or damaged by duplicating equipment. 


Rare materials should be photocopied only by library staff or under 
their supervision. Such photocopying should be severely limited. 


The library staff should reserve the right to determine which 
reproduction process, equipment and facilities may be used for photo- 
copying materials for which they are responsible. This is of particular 
importance when co-operating in preservation microfilming projects. 
If conditions, equipment, etc., are not satisfactory, materials should 
not be loaned. 


Formats larger than a quarto, as well as folding maps, plans or 
drawings, coloured plates, etc., should not be photocopied on office 
equipment. 


CONSERVATION AWARENESS 


Librarians should work to raise conservation awareness. 
PUBLIC AWARENESS 


Museums and art galleries have enjoyed excellent media coverage of their 
conservation needs, aims and programs. Librarians and archivists should 
also publicize their conservation problems in ways which will attract public 
support. This can be achieved in a number of ways. Librarians and 
archivists should be prepared to give talks and speeches to professional and 
service groups, to grant interviews to newspapers and periodicals and for 
television, to present conservation demonstrations and slide shows, to 
publish articles and reports, and to organize exhibitions. They should inform 
the public of their willingness to assist those in need of conservation advice 
and information. 


AWARENESS AMONG COLLEAGUES AND STAFF 


A high level of conservation awareness is essential among staff and 
colleagues. 


Ile They should know and understand the institution's conservation 
policies, procedures and regulations. 


2. They should be encouraged to serve on committees, to attend conser- 
vation workshops, demonstrations, seminars, exhibitions, etc. 


3h, They should keep themselves informed of developments in conserva- 
tion by reading the relevant library literature, reports, in-house 
publications, etc. 


PRESERVATION MICROFILMING 


Preservation microfilming projects should be encouraged and supported 
where established microfilming standards are respected. 


MICROGRAPHICS ADVISORY SERVICE (MAS), PUBLIC ARCHIVES OF 
CANADA 


Any government agency or department planning a microfilming project, or 
the purchase of equipment for the use of micrographics, must consult MAS 
to ensure that all technical criteria are met prior to project approval or 
purchase approval. MAS (telephone number: (613) 593-5430) keeps informed 
about technological advances in microforms and micrographics equipment 
both in Canada and abroad. MAS maintains close contact with international 
associations and with manufacturers to ensure that those responsible for 
Canadian government microfilming projects have access to the latest 
developments in the field. MAS also provides analysis, study and guidance 
for planning projects and for the use of micrographics; librarians should 
consult MAS if they have any questions or problems related to the field. 


SOME GUIDELINES FOR PARTICIPATING IN MICROFILMING PROJECTS 


Ie Do not film anything which has been filmed elsewhere. The 
Newspaper Division, National Library of Canada (telephone number: 
(613) 992-0964 or 996-3515), maintains a card file recording all 
Canadian serials on microform, including newspapers and periodicals. 
Any institution considering a microfilming project which includes 
Canadian serials is invited to consult the Newspaper Division in order 
to avoid duplication of effort and the needless exposure of valuable 
original materials to possible damage through filming. Librarians 
should also consult The National Register of Microform Masters, a 
Library of Congress catalogue published annually to provide access to 
microform masters, i.e., those "retained solely for the purpose of 
making other copies," and including master microforms of foreign and 
domestic books, pamphlets, serials and foreign doctoral dissertations; 
and Guide to Microforms in Print, published annually by Microform 
Review and including books, journals, newspapers, government 
publications, archival materials, and collections, which are currently 
available from micropublishing organizations throughout the world, 
with access by author, title and subject. These publications are 
available in the Reference Collection of the National Library of 
Canada. 


Ds Do not film, or lend to be filmed, any item which will be damaged by 
the filming process, such as a book with a tight binding or brittle 
paper. The filming agency might offer restoration and/or repair as an 
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inducement to lend. Make sure each work will be handled by a 
qualified professional conservator if you lend under these circum- 
stances. 


Ascertain the conditions, equipment, standards of training for techni- 
cians, transportation and packing guarantees, insurance coverage, etc., 
of any agency requesting material for a microfilming project. The 
policies, standards and procedures of the Canadian Institute for 
Historical Microreproduction can be used as a model. 


CANADIAN INSTITUTE FOR HISTORICAL MICROREPRODUCTION (CIHM) 


"The Institute was created witha grant from the Canada Council in response 
to a need by researchers and students for access to retrospective 
Canadiana." CIHM is currently filming Canadian monographs and pamphlets 
published before 1900, to be made available on high quality microfiche. 


Preparations of Materials for Filming by CIHM 


Ile 


Each item to be filmed is examined by a staff librarian trained in 
micrographics, to determine whether it will be harmed by the filming 
process. 


Any item which cannot be filmed without any damage will not be 
filmed, and a better copy will be sought. 


Detailed handling and filming instructions accompany each item sent 
to be filmed to ensure its safety. 


Filming of Materials by CIHM 


II 


The technicians operating the cameras have been thoroughly trained in 
handling antiquarian materials and are experienced in filming them. 


Filming of nearly all materials is done on a plain bed, which means 
that no pressure need be exerted on any item. Two adjustable cradles, 
which allow for a better image without damage to snug bindings, are 
also used. Because of the careful screening of materials prior to 
filming, about 95 per cent of all items can be filmed without the use 
of special equipment. 


Processing Materials by CIHM 


1. 


CIHM has a contractual agreement with the processing firm, which 
demands that industry and government standards be met for every step 
of the process. 


De 


CIHM has also arranged for a "third party check." The Central 
Microfilm Unit, Public Archives of Canada, checks random samples of 
the work done for CIHM by the processor. 


NOTE: Kodak also has a laboratory that will check film to see if it meets 
processing standards, etc. 


Packing and Shipping Borrowed Materials by CIHM 


Ils 


Each item to be sent is wrapped in tissue. (The tissue can be reused 
repeatedly.) 


The wrapped item is placed in a book bag of suitable size. When more 
than one item is packed in the same bag, care is taken to ensure that 
the bag is not tightly packed. 


The book bags are sealed, not stapled. When materials are received by 
CIHM in stapled bags, all staples are removed before the item is taken 
from the bag. 


The bagged items are placed in felt- and styrofoam-lined wooden 
lockers and styrofoam "pop-corn" is added for protection. The lockers 
are locked. CIHM staff members often travel to the lending library to 
pack materials for transportation. 


Courier services are used for transportation, including Inter University 
Transit Service (IUTS), but where large holdings are concerned, e.g. 
Toronto or Victoria, CIHM will film on the spot. CIHM never sends 
borrowed materials through the postal system. 


Suggested Readings: 


U.S. Library of Congress. Specifications for the Microfilming of Books and 


Pamphlets in the Library of Congress. Washington, D.C.: 1973. 


U.S. Library of Congress. Specifications for the Microfilming of 


Newspapers in the Library of Congress. Washington, D.C.: 1972. 
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EXHIBITIONS 


Exhibition regulations should be prepared to cover in-house displays and 
conditions for lending materials for displays outside the institution. 


GUIDELINES FOR AN EXHIBITION POLICY 


ile The librarian should include in exhibitions, and lend for exhibitions, 


only items which are in sound condition. 


2s Items should be displayed only in a constantly monitored environment 
in which temperatures should not exceed 20°C with a relative 
humidity of 50% - 5%. Borrowing institutions must guarantee that 


these climatic conditions will be met. 


Bh All light falling on displayed items should be filtered to eliminate 
ultra-violet rays, and should not exceed 50 lux in intensity. Borrowing 


libraries must guarantee that these conditions will be met. 


4, Safe display techniques must be used to ensure that no item's 
structure, illustrations, paper, etc., are harmed. Borrowing libraries 


must guarantee that safe display techniques will be used. 


Ds All items must be displayed only in locked cases, and must be subject 
to twenty-four hour security. Borrowing libraries must guarantee that 


these conditions will be met. 


6. Any item borrowed for exhibition purposes must be transported from 
and to the lending library by hand or by bonded carrier. No such item 


may be sent or returned by mail. 


DISASTER PLANNING 


A disaster plan should be prepared and reviewed at regular intervals. 


A companion publication to these guidelines dealing with disaster prepared- 
ness and contigency planning for disasters is in preparation. In the 
meantime librarians interested in the subject may wish to read the 
following: 


Bohem, Hilda. Disaster Prevention and Disaster Preparedness. Berkeley, 
California: University of California Task Group on the Preservation of 
Library Materials. Office of the Assistant Vice-President - Library 
Plans and Policies, Systemwide Administration. April 1978. 


Martin, John H. ed. The Corning Flood: Museum Under Water. Corning, 
N.Y.: The Corning Museum of Glass, 1977. 


Waters, Peter. Procedures for Salvage of Water-Damaged Materials. 
Washington, D.C.: Library of Congress, 1975. 


Wright, Gordon H. "Fire! Anguish! Dumb Luck! or Contingency Planning." 
Canadian Library Journal, 36:5 (October 1979). p. 254-260. 
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